
HRSS  

and  

‘Back End’ Basics  

 



Objectives 

By the end of this lesson you will  

be able to: 

–Navigate HRSS 

–Familiarize yourself with links, reports, 

and options available in HRSS 

–Navigate the ‘Back End’ menu 

–Search, view, and research records  

–Explain the row structure and effective 

dating of position and employee records  
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HRSS 
  

Human Resources  

Self Service 



Human Resources Self Service Page 



Human Resources Self Service Page 
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Human Resources Self Service Page 



Human Resources Self Service Page 



Human Resources Self Service Page 



HR Self Service - Review 

What does HRSS stand for? 

 

Name two things HR professionals can do 

from their HRSS page? 

 

 

 



‘Back End’ Basics 



Accessing the ‘Back End’ 

Two ways for the HR user to access the ‘Back End’ 

Menu. 

1 - Click on the HR tab, 

then HR Connect Menu 

link. 

 

 

 

2 - Click on the Menu 

tab. 

OR  



Navigation Menu 

When a menu or 
sub-menu item 
has an arrow 
pointing right,  

more sub-menu 
items can be 

further 
expanded 

Clicking arrow to the 
left of a menu item 

expands that item to 
show sub-menu 

items 



Navigation Menu 
    



Navigation Menu 

By clicking on 

page link itself, it 

brings up 

requested page. 

By clicking on a sub-

folder, it brings up 

associated page links. 



Navigation Menu - Search 



Navigation Menu - Favorites 



Navigation Menu 

Click the 

small 

menu icon 

to make it 

reappear 

Click the 

Minimize 

Button to 

hide the 

Menu 



Exercise 1 
 

 

Add Favorites 



Typical Search Screen Functions 



Navigating Records 

Rows 



Two Ways to View Records 

Click through rows to view 

all tabs across each row. 

Click to see all rows for just 

one tab.  



Today: 

8/1/10 

[System 

Date] 

2/1/07-

8/1/10 
8/1/10 

10/1/10 – 

1/1/2011 

HISTORY 

ROWS 

CURRENT 

ROW 

FUTURE 

ROWS 

Understanding Effective Dates 



Understanding Effective Dates (cont.) 

• Today’s date is August 1, 2010… 

 Action History  Current Future 

 Hired 1/1/2008 

 Realignment 3/15/09 

 Promoted 8/1/2010 

 Expected Retirement               

12/31/2010 



Opening Multiple Windows 



Exercise 2 
 

Navigate an Employee’s Record 



Exercise 2 – Search  



Exercise 2 – Navigate  



Exercise 2 – View  



Exercise 2 – New Window  



‘Back End’ Review 

What is meant by ‘Front End’ and ‘Back End’? 
 

How do you access the ‘Back End’? 
 

How do you navigate from one PAR to another? 
 

What are two ways to view records? 
 

How do you open multiple windows? 



Questions & Answers 



Questions & Answers 


